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1. CEEKERAL 


Effective at the beginning of the first pay period which begins after 31 
October 195^ substantial increases will occur in overtime compensation in 
accordance with the provisions of Title II, Public Law 763, 83a Congress, 
approved 1 September 195%, cited as the "Federal Eaployees fay Act Amendments 
of 195%." As funds are not available to sigpplaaent allotments made to each 
office to cover such increased costs as may develop, it is necessary to re- 
cxaaine internal office policies as to tee authorization and approval of over- 
time* 


2. HSPOSE 

The purpose of this Hot ice is to (a) establish overtime and holiday work policy 
with respect to tee authorization, certification, reporting, and payment of 
overtime and holiday work performed; (b) set forth tee responsibilities of tee 
heads of offices and subordinate supervisors who are delegated ad minis trative 
responsibilities with respect thereto; and (c) to outline general operating 
procedures that will provide controls in administering overtime activity. 

3. aemonom 

a. OVER T IM E! WORK 

All hours of work officially authorized and performed in excess of forty 
hours in any administrative work-week shall be considered to be overtime 
work. 
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>. HOLIDAY WORK 

AH work not exceeding eight hours performed on a holiday designated by 
Federal statute or executive order vhieh is not overtime work as defined 
above shall be considered as holiday work. 

C. AUTHORIZATION 

Authorization, as used in this Efotlce , signifies the granting of per- 
mission by office heads to incur expense in the performance of overtime 
or holiday work which is necessary during a specific period. 

d. APPROVAL 

Approval, as used in this Sot ice, is the signing of the Report of Over- 
time and Holiday Work Performed, Form Bo. 893. by the supervisor certi- 
fying that such work has been performed pursuant to prior authorization 
and that the eaployees named in the report are entitled to the appropri- 
ate compensation in the form of overtime or holiday pay, or compensatory 
time off in lien of overtime pay. 

a. OFFICE 

Office, as used in this lotice, means Senior Staffs or Area Divisions 
under the jurisdiction of the Deputy Director (Plans), Offices under the 
jurisdiction of the Deputy Director ( Intelligence ) , A d minist rative Offices 
under the jurisdiction of the Deputy Director (A dmi nis tration), the Office 
of Personnel, the Office of Communications, and the Office of Training. 

f. WFirnm 

The word "eapiayee* as used in this Hotice shall be construed to include 
Staff personnel (employees and agents). 

% ■assbjaHau»< 

. POLICY 

a. Compensation for overtime and holiday work shall be kept to a minimum 
consistent with work requirements, and overtime and holiday work shall be 
authorized only when work requirements cannot be satisfactorily completed 
within the regularly prescribed tours of duty . 
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b. Mum «a eojployee is repaired to p erf qp a overtime or holiday writ, he 
will be reistoursed or otherwise eogenisted for sate reck at the rate* 
established by lew and subject to the limitations provided by lew. 


c. Overt 1ms and holiday work shell be authorised sad approved for whole 

hours. Pa y —mt rill be computed for each continuous whole hour of work, 
sad compens atory time off la lieu of overtime so^nestion rill be 
credited set granted for each whole hour of work. 


d. Paywmt for overtime end holiday work per fo rme d or ec^eaaatory time 
off in lieu of omtlas pay shall not be allowed unless the work has 
been authorized prior to its pe r foraa nce, end the eaployee concerned 
has been specif leally ordered to perform the work. 

a* Authorization to perform overtime or holiday work shal l be evidenced by 
the execution of Fans lo. 292, Request for Authorization of Overtime and 
Holiday Work (Attachment a). Ibis authorisation meet be obtained in 
advance of the expense being incurred, except to unusual circumstances 
when it is possible to obtain only verbal approval in advance. In such 
event, the formal authorization shall be executed promptly thereafter to 
confirm the verbal authorization. 


f . Within law limitations stated in paragraph Ag below, compensatory time 
off in lieu of overtime compensation credited to a full-time employee in 
accordance with paragraph 5 below may be used at each times and in such 
amounts as local work conditions permit. While it is desirable that 
he be given an o ppor tu nity to use his compensatory leave at a time desired 
by him, it is nevertheless the prer og a tive of the supervisor to make tee 
final decision as to teen sate time off may be aliased. 


g. Compensatory time off shall be scheduled to be taken as soon as practicable 
(generally within 90 days) after it has been earned but not later than tew 
end or tea leave year in white it was earned; provided, however, that 
where overtime t» earned in tew last four calendar weeks of the leave 
year the eospeasatory leave oust be t a k es not later teams tew end of tew 
fourth calendar week of tew following leave year. If as employee has been 
denied opportunity to uee compensatory time off during this period because 
of a n y condition related to his employment with tew Agency and beyond his 
control, he shall be paid for tec overtime at the overtime rate of pay 
white applied et the time the overtime wee p e rformed . In tee event of 
death or involuntary separation of an employee , easy unli<*uidated Ctepen- 
aatcry time off to his credit white he has been denied opportunity to use 
shall be paid for at tec overtime rate of pey which applied at tee time 
tee overtime mas performed . 
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h. Sour* spent a* a student in Agency-sponsored training activities shall 
be considered a* hour* of work in determining whether an employee has 
worked the official w orkw e e k of forty hours but My not be considered 
se hours of work for purposes of overtime pay or compensatory leave. 
Requests fear exception to this policy will be forwarded through normal 
channels to the Director of Training for rceo—ead atien and concurrence 
and to the Deputy Director { Administration) for approval. 

5. COMPENSATION 


Employees shall be compensated for officially authorized overtine and holiday 
work as follow* j 


a. OVERTIME 

(1) An employee in grade 08-10 or below shall be paid overtime compensa- 
tion in accordance with the rates and limitations provided by law 
or My, if he request* it not later than the end of the pay period 
in which the overtine wes worked, be granted compensatory time off 
frost his scheduled tour of duty in lieu of payment. Compensatory 
time off will be granted for an amount of time equal to that spent 
in overtime work. 

(2) An saployee in grade OB-11 or above normally will be granted com- 
pensatory time off in lieu of overtime pay for overturn work within 
the amounts permitted by law. However, when the head of the office 
concerned establishes that it is not feasible to great compensatory 
tfse off to ea employee in this grade range, he win authorize pay- 
ment of the appropriate overtime rate within the limitations pro- 
vided by law. 

(3) Any unscheduled overtime work perfo r m e d by an employee m a day Men 
so work was scheduled for him or for which he is called back to his 
place of esqloyment shall be considered to be at least two hours 

in duration. 


b. HOLIDAY WORK 

(1) All holiday work shall be compensated at the rate of basic compensa- 
tion of the employee performing such work on a holiday plus premium 
compensation at a rate equal to the rate of basic compensation of 
such employee. 

(2) A ay employes who is required to perform any work on a holiday shall 
be compensated for at least two hour* of work. 

(3) Overtime mark on holidays shall be compensated in accordance with 
the provisions stated in 5a, above. 
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UKEEATI08 OS CC3*P£58ATI0H 

So overtito or holldaye^^^^ 8 ^^£ 

xst m of basic etoP *®* a *'* 0 * 1 ®^ a T® „ ■ A<t At the effective tote 

Of basic 2 Lm,. or ^53-S5 per *i«eekay 

of thie Sot ice, this ret* i* ^ 

S®3r P« loA ' w than 

la the ease ofa»^*J^ to^h°sS- 

f^tSitoy for that pay 

*»»t would Botceaiie ^^ i ^^ uled with respect to any pey per 

period to exceed the mximm »co«w«u 
(currently $A53*®5)- 


OFFICE HEAD 

1VJ _* +vj- office head concerned or hie 
(1) It ahall be the responaibility of Overtime and 

deputy to review each Requesx *or „ Hi . lurisdietlon end, 
Solitoy Wca-k” ^ be performed provitod that 

If jurtifl»4, to wthorUe the * 0 ^ Bithorlty esseot 

funds srs svsilsbl* tojpsj f» iuthorlMtloo of Overtime HoliAsy 
be **??*“ fer ^ „*e « sew for 

Work” «sy &* cc«olM»t«J*y ». b«a> 
authentication by the office head. 

(2) Offle* *»•*» ° f 

1°^ «» th«e jrewrlbe* tn A^nc, 


™S£?£S. SK5 

defined in paragraph 7b below- 


,b. 


SUPERVISORS 

CD 


If* 

sv^ for pchedullng the work Which they are 

Super/ iaora are rtoponeible rar g^test extent possible 

aaslgned so that it toy rn^wtabl 1 n h Inf* the tito for completing 

during regular work ' * ^ 00^4 g ^«a to the tito required to 

-sr ~ ~ 

of duty- 
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(2) Supervise «* responsible for making «» tete^natton as ^ 

1 SSthlrwork assigned can or canncrfc be completed bythe •f^edaled 

time of collation during regular work hours sad, ^2^*' 

initiate the "Bequest for Authorisation of Overtime and 

Holiday Wsrk- w 

(3) Supervisors are responsible for the wintmace of acwete 

coring orertl* «4 Hcllday «* «» m “ ‘1 th * OT 

performed on the resort as prescribed in parsgrsito 0, beipw. 

(4) Supervisors are responsible f or ensur ing that e ^lgyees unde g^the 1 ^^ 

^^diction are afforded an opportunity to 

£ it has been impossible to permit such 

ate supervisor *111 so certify to the offlea head concerned «s a 
basis for authorising overtime payment in accordance paragraph 

bg above. 

COKPTROIIZR 

B» owrtrolleS- U re.pa«tM* for mWjtt. «* ■* tfu«ofova rtl« 
ul bolltoy writ Bid for oritlng pwlodte «*port* »cd »** 

tolnlng thereto to the Director, Deputy Director*, cod office hcodo. 

PBOCED0RES 

BBCpSST FCR AOTHCMZATIOH CF CR/BHKME ATO BO USAS’ WOfSC 

/ t \ yn-n overtime or holiday work is required to be performed, the super- 
t 5 ^or rS^Ibl* forVteednlin* the work Shall Sf* 

for Authorisation on Form So. 29S wfaieh ia ^escribed for s^h^r^ 
pose (Attachment A). AathorUatlooa for °^^* e ^SS^SmSS 
shall be limited to cow* a peri od no t in excess of ***?*J5* 
pay periods or the equivalent thereof. She r eque st 
indicate the retirement# broken down by pay perio d, the «« **■* 
xsuber of msa-htwrs sod wsdmsr of employees 5 sad * 

^roiX 6 ^ 

and the reason why the work cannot be accomplished witeln the 
prescribed workSure. The matter of man-hours and number 
Sq-T represent an estimate, but each office mast ^ 

in order to develop a# accurate a forecast as possible. 

varlatiotminw^e^ 

pnrsoEaasl leave schedule# , and other factors Which may esaae fisc 
tioos from pay period to pay jeriod- 

(2) Separate requests shall be prepared fear esployees on vouchered aod 
1 } eSiLiti^fteds payrolls. 
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(3) The refloat shall be signed by the supervisor and forwarded through 
Banal adsrf niatrntive c hanne ls to the office heed or hit deputy. 

(k) The Request , Pom Bo. 292, shall be prepared for distribution am 
follows : 

(a) The original {signed} for the appropriate payroll office. 

(b) A conformed (racaisdle signature) copy for the office Budget 
and t seal Officers. 

(c) A conformed copy to be retained by the supervisor. 

Where a consolidated summary of individual Revest forms is utilized 
by tie office the foregoing distribution will apply to the cooeoli - 
dated manary as well as the individual Request forma. Individual 
Requests nay be signed by naans of a facsimile stamp when authenti 
cation is provided by a covering consolidated smnary. 

(5) When an overtine eatlaate involves a period overlapping the end of the fisca 
year, separate Requests shall be prepared to cover the period t hroug h 
30 Jtee and the period beginning 1 Jbly. 

{6} If it appears necessary to increase an estimate already authorised, 
a supplemental Bequest oust be submitted p gospt ly. 


b. REPORT OF OVE R TIM E ASD 80HBAY WCBK F 




(1) Sqperviseirs will maintain an adequate check system to ensure that aH 
overtime and/or holiday work claimed by employees under their juris- 
diction was actually worked and win maintain a record of such work. 
Bo formal re card is prescribed but It is suggested that a aiayle 
listing be maintained showing date, name of employee, hours worked, 
and the initials of each employee to confirm his record* 

(2) At the end of each pay period, a Form Bo. 293, Report ©f Overtime sad 
Holiday Work Performed. Attachment B, shall be prepared and reviewed 
by the appropriate supervisor to determine that the Report is correct. 
Tbe^ au per vlaoA signature on this Report constitutes approval, of the 
work performed and a basis far compensation either as overtime pay 

Z ***** ehall be forwarded 

t o the Tima arc Attendance Clerk who shall record the overtime aad/or 

holiday work on the Tima sod Attendance Reports as compensation to 
be paid a r credited as compensatory time off. 
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(3 ) Th* original signed copy of the Request for Authorisation of Overtime 
and Holiday Work shall acccotpony the Time and Attendance Report 
when It is transmitted to the appropriate payroll office- Wien more 
than one pay period is involved in a single request, the request 
shall he transmitted with the Time and Attendance Repeats forwarded 
to the payroll office for the first pay period covered by t he request. 

9- E F FECTIVE BATE OF NOTICE 


The policies, responsibilities, and procedure* set forth in this lotice will 
be effective at the beginning of the first pay period which begins after 
31 October 195k. 

FOR THE DIRECTOR OF CENTRAL XMELLIOENCE J 


/>/ 

L. K. WHITE 
Deputy Director 
(Administration ) 


DISTRIBUTION! AB 


Attachments 

A ~ Form Bo. 292 
B - For* Ho. 293 
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